TRURO CITY COUNCIL - DATA ASSET REGISTER

TYPE OF DATA: COUNCIL ADMINISTRATION

Category
Purpose of of Minimum Retention Security Measures in|Consent |(DPIA

Category of Data Held Processing Individuals [Location Period Place required? [Y/N

Minute file(stored in TC's

room) / shared drive /

Store Room/Kresen
Minutes Statutory N/A Kernow archive Indefinite Public info N/A
Agendas Management |N/A Shared drive/website Indefinite Public info N/A
Reports for Council/C'ttee Management |N/A Shared drive Indefinite Public info N/A

Fire resistant /lockable
Title deeds, leases Statutory N/A Metal Cabinet Indefinite cabinet N/A
Accessible only to
Freedom of Information Legal Deputy TC/2 other
requests requirement Public Shared drive 6 months members of staff No
Complaints from members of
the public Management |Public Locked filing cabinet 6 years Locked filing cabinet [No
Mayor's office
Indefinite( maintained Access permited to 4
Dignatories list Management |Public Shared drive regularly ) members of staff No
Indefinite( maintained Access permited to 4

Invitation list to Mayoral events |Manaagement |Public Shared regularly ) members of staff No
Councillors

Year book / shared drive /
Contact details Statutory Councillors |website Term of office Public info No
Declaration of Acceptance of Public info but in
Office Statutory Councillors |Hard copy book Term of office + 6 years [lockable TC office No

Copies in filing cabinet and

on Cornwall Council
Register of Interests Statutory Councillors |website Term of office Public info No
Trustees of Charities (name) Statutory Councillors |Shared drive Term of office Public info No

Filing cabinet/outcome in Locked filing

minutes/on the Cornwall cabinet/outcome in
Code of Conduct complaints Statutory Councillors |Council website Term of office minutes No




TRURO CITY COUNCIL - DATA ASSET REGISTER

Category
Purpose of of Minimum Retention Security Measures in|Consent |DPIA
Category of Data Held Processing Individuals [Location Period Place required? |Y/N
Master in shared drive
Year Book Management |Councillors |/hard copy printed Term of office Public info No
Burials
Locked/Fireproof
Retained for as long as  |cabinet/restricted
Reserved plots Management [Public Filing cabinet/shared drive |useful access to shared files |Yes
Retained for as long as Restricted access to
Applications for interment Management [Public Filing cabinet/shared drive |useful shared files Yes
Retained as long as Restricted access to
Exclusive right of burial Management |Public Filing cabinet/ shared drive |useful shared files Yes
Retained as long as Restricted access to
Cremation certificates Management (Public Filing cabinet/shared drive |useful shared files No
Records of memorial
applications and those removed Retained for as long as Restricted access to
from graves Management [Public Filing cabinet/shared drive |useful shared files Yes
Burial Ground records listed in Keep permanently for Locked fireproof
LA Cemetery Order 1977 Sec legal and historical cabinet/ restricted
12 Statutory Public Filing cabinet/shared drive |reasons access to shared files [No
Emergency Planning
The Emergency Management Public/Drs/c [Kept in emergency kit Restricted access to
Plan Management [ommunity [bags Updated every 12 months |emergency kit bags |Yes
Retained until individual |Restricted access to
Volunteers Management |Public Shared drive ceases to be a volunteer |shared files No

General




TRURO CITY COUNCIL - DATA ASSET REGISTER

Category
Purpose of of Minimum Retention Security Measures in|Consent |DPIA
Category of Data Held Processing Individuals [Location Period Place required? |Y/N
Unless relating to specific
categories outlined
elsewhere in this
document, records should
be kept for as long as
they are needed for
reference or
accountability purposes,
to comply with regulatory
requirements or to protect
Hard copy correspondence - All office legal & other rights & Filing cabinet - where
Letters Business staff Filing cabinets interests appropriate No
Accessible to office
Emails Business Shared drive As above staff No
Magazines, journals, circulars
etc. Information Staff / Clirs | Office Until no longer relevant  [N/A N/A
To be securely
kept for benefit Transferred to Kresen Locked store room or
Local/historical information of the City Public Kernow Indefinite Kresen Kernow N/A
Scanned & on shared
Summer/Winter planting Management |Businesses |Shared drive 6 + current year drive N/A

Consent required data /Data
Protection Impact Assessment
required in red




TRURO CITY COUNCIL -DATA ASSET REGISTER

TYPE OF DATA : COMMUNITY DEVELOPMENT

Security
Purpose of Category of Minimum Retention |Measures in Consent |DPIA
Category of Data Held Processing Individuals Location Period Place required? |Y/N
Accessible by 1
Community Group - Malabar Management Public Cloud 3 years Member of staff |No
Accessible by 1
Community Group - Hendra Management Public Cloud 3 years Member of staff |No
Accessible by 1
Community Group- Tregurra Management Public Cloud 3 years Member of staff |No
Accessible by 1
Community Group - Beechwood [Management Public Cloud 3 years Member of staff |No
Accessible by 1
Communtiy Group - Rosedale [Management Public Cloud 3 years Member of staff |No
Accessible by 1
Communtiy Group - Trelander [Management Public Cloud 3 years Member of staff |No

Consent required data /Data
Protection Impact Assessment
required in red




TRURO CITY COUNCIL -DATA ASSET REGISTER

DATA:EVENT

Category of Data |Purpose of Category of Minimum Measures in Consent

Held Processing Individuals Location Retention Period |Place required? DPIA Y/N

evens/event lists

St.Piran's Day Public/community until no longer Accessible only to

contact details Civic event groups Shared Drive required City Council staff |Yes No
Public/community until no longer Accessible only to

Easter Trail " Event groups Shared Drive required City Council staff |Yes No

Bandstand Public/community until no longer Accessible only to

Concerts " Event groups Shared Drive required City Council staff |Yes No

Great Little Kids Public/community untl no longer Accessible only to

Club " Event groups Shared Drive required City Council staff |Yes No
Public/community until no longer Accessible only to

Bonfire Night " Event groups Shared Drive required City Council staff |Yes No

Remembrance Public/community until no longer Accessible only to

Sunday " Civic event groups Shared Drive required City Council staff |Yes No
Public/community until no longer Accessible only to

New Years Eve " |Event groups Shared Drive required City Council staff |Yes No

Lemon Quay

Volunteers Day Public/community until no longer Accessible only to

Contact details Event groups Shared Drive required City Council staff |Yes No
Public/community until no longer Accessible only to

Children's Day " |Event groups Shared Drive required City Council staff [Yes No

Consent required




TYPE OF DATA: FINANCE

TRURO CITY COUNCIL - DATA ASSET REGISTER

Purpose of Category of Security Measures |Consent |DPIA
Category of Data Held Processing Individuals Location Minimum Retention Period |in Place required? |Y/N
only one access,3
CC system Team people aware of
Contact details Payroll Employees chat & CO data file 5 years post employment password.Encrypted |No
only one access, 2
CC system Team people aware of
Bank details Payroll Employees chat & CO data file 3 years post employment password No
only one access, 2
CC system Team people aware of
Pension details Payroll Employees chat & CO data file 75 years post employment password No
only one access 2,
CC system Team people aware of
Tax details ( HMRC login,P45's,4 Payroll Employees chat & CO data file 6 years post employment password No
HR folder in company Only accessible by
Sickness certificates Payroll Employees data 6 years post employment RFO/FO/HR officer |No
Overtime Claim Sheets Payroll Employees Filing cabinet 6 years post employment Filed in a cupboard |No
CC system Team Only accessible by
Expenses Claim forms Payroll Employees chat & CO data file 6 years post employment RFO/FO/Deputy FO |No
CC system Team Only accessible by
Salary adjustment requests Payroll Employees chat & CO data file Current year & 1 year RFO/FO/Deputy FO |No
Only accessible by
Copy payslip/P60 Payroll Employees Cloud file Current year & 1 year RFO/FO/Deputy FO |No
RFO/FO/Deputy FO/F
Paid invoices Audit, Management [N/A Locked metal cabinet |2 years in office,4 years in storajAsst N/A
RFO/FO/Deputy FO/F
Cheque book stubs Audit, Management [N/A Locked metal cabinet |Last completed audit year Asst N/A
Locked fire resistent RFO/FO/Deputy FO/F
VAT records Audit, Management [N/A cabinet 6 years Asst N/A
RFO/FO/Deputy FO/F
Supplier details Audit, Management [Contractors Locked filing cabinet |6 years Asst N/A




TRURO CITY COUNCIL - DATA ASSET REGISTER

Purpose of Category of Security Measures |Consent |DPIA
Category of Data Held Processing Individuals Location Minimum Retention Period |in Place required? |Y/N
Purchase orders Audit, Management [N/A Book system 6 years Open access N/A
Paying-in books Audit, Management [N/A Finance Officer 6 years Open access N/A
RFO/FO/Deputy FO/F
Bank statements Audit, Management [N/A Filing cabinet 6 years Asst N/A
RFO/FO/Deputy FO/F
Petty cash records Audit, Management [N/A Filing cabinet 6 years Asst N/A
Electronic copy/filing Only accessible by
Insurance policies Audit, Management [N/A cabinet 6 years office based team N/A
Employee liability insurance On employee
certificate Audit, Management |[N/A noticeboard At least 40 years Public info N/A
Asset register for statutory
accounting purposes Audit, Management [N/A Server 10 years Public info N/A
Only accessible by
Investments (Bank statements, dAudit, Management [N/A Locked metal cabinet RFO/FO/Deputy FO  [N/A
Grant applicatons
come into Only accessible by
info@.Locked metal RFO/FO/DeputyFO/F
Grant recipients(invoices, BACs,|Audit, Management |Community cabinet 6 years Asst Yes

Consent required data shown in red




TYPE OF DATA: HEALTH & SAFETY

TRURO CITY COUNCIL - DATA ASSET REGISTER

Purpose of Category of Minimum Security Consent
Category of Data |Processing Individuals Location Retention Period |Measures in required? DPIA Y/N
years. COSHH
Legal or Asbestos
Accident requirement / related up to 40
reporting Potential claims [Staff/Clirs/public |Shared drive years Access limited [No
H&S Policy Management N/A Shared drive year Public info N/A
years but usually
Legal 6 . COSHH or
RIDDOR requirement / Asbestos related
reporting Potential claims [Staff/Clirs/public |Shared drive up to 40 years |Access limited |No
inspection
results Management N/A Shared drive 6 years N/A
Safety 5 years ( if
Certificates Management N/A Filing cabinet supercecded) |Access limited |[N/A
yers or when
Risk assessment{Management Staff/ClIrs/public |Shared drive superceded N/A




TRURO CITY COUNCIL - DATA ASSET REGISTER

TYPE OF DATA: LIBRARY SERVICES

Category of Minimum Retention Security Measures|Consent DPIA
Category of Data Held Purpose of Processing |Individuals Location Period in Place required? Y/N
Volunteers
Library office Filing cabinet only
Volunteers Locked filing accessible to
Contact details Personnel file/management{(employees) cabinet Duration of volunteering |Library staff No
Library office Filing cabinet only
Locked filing accessible to
Emergency contact details Personnel file/management{Non -employee cabinet Duration of volunteering |Library staff Yes Y
Members of the public
Filing cabinet only
accessible to
Library card Managment Public Library Drive |Duration of membership |Library staff No
Limited info taken.
Privacy notice
Records of Summer Reading Challenge |Management Public ( children ) |Filing box Oct. of that year's reading|signed by parent Yes Y
Filing cabinet only
accessible to
Room Hire/Booking forms Management Public Filing cabinet |until no longer required |Library staff
Library office - Filing cabinet only
Locked filing accessible to
Photo permission forms Management Public (children) |cabinet 2 years Library staff Yes -(under 13)

Consent required/Data Protection Impact Assessment required data shown in red




TYPE OF DATA: PARKS & AMENITIES

TRURO CITY COUNCIL - DATA ASSET REGISTER

Security
Purpose of Category of Measures in Consent |DPIA

Category of Data Held Processing Individuals Location Minimum Retention Period Place required? |Y/N
Allotments

Accessible only

to authorised
Tenant contact details Property records  |Tenant Shared drive Tenancy + 2 years members of staff|No

Shared drive/ filing
Tenancy agreements Property records Tenant cabinet Tenancy + 2 years " No
Rents paid Management Tenant Shared drive 6 years " No
Until allotment allocated or name
Waiting list Management Prospective tenant Shared drive withdrawn " Yes
Garden allotment competition [Management Tenant Shared drive Until next competition No
Contractors/Suppliers
Contact details Management Supplier Shared drive Duration of contract + 1 year No
Quotations Management Supplier Shared drive Duration of contract + 1 year No
Purchase orders Management Supplier Book system 6 years No
Invoices Management Supplier Locked filing cabinet 6 years No
References Management Supplier Shared drive Duration of contract + 1 year No
Tender documents Management Contractors Filing cabinet Duration of contract + 1 year No
Insurance certificates Management Contractors Filing cabinet Duration of contract + 1 year No
Licences & certificates Management Contractors Filing cabinet Duration of contract + 1 year No
Unsuccessful

Tender documents Management contractor Filing cabinet 6 months post campaign No
Events in Parks (Football/Tennis/Cricket)

accessible only

Public/Community to City Council

Contact details Management Groups shared drive ? until no longer required staff No
Management Documents
Staff timesheets? Management Employees Duration of employment + 1 year N/A
Playpark equipment inspection |H&S; Limitation Act
reports 1980 Public 20 years N/A




TRURO CITY COUNCIL - DATA ASSET REGISTER

Category of Data Held

Purpose of
Processing

Category of
Individuals

Location

Minimum Retention Period

Security
Measures in
Place

Consent
required?

DPIA
YIN

Consent required data shown in red




TYPE OF DATA: PERSONNEL

TRURO CITY COUNCIL- DATA ASSET REGISTER

Category of Data Held

Purpose of
Processing

Category of Individuals

Location

Minimum Retention Period

Security
Measures in
Place

Consent
required?

DPIA
Y/N

Contact details

Personnel file

Employees

Personnel drive /
Locked filing
cabinet

6 years post employment

Locked filing
cabinet, 4
members of
staff have
access to
shared drive

No

Employment contract

Personnel file

Employees

Personnel drive /
Locked filing
cabinet

6 years post employment

No

Emergency contact details

Personnel file

Non-employee

Personnel
drive/Locked filing
cabinet

6 years post employment

Yes

Pay (salary scales )

Personnel file

Employees

Personnel drive /
Locked filing
cabinet

6 years post employment

No

Annual leave record

Personnel file

Employees

Personnel drive /
Locked filing
cabinet

6 years post employment

No

Sick Leave / Absence record/Return ta

Personnel file

Employees

Personnel drive /
Locked filing
cabinet

6 years post employment

No

Appraisal

Personnel file

Employees

Personnel drive /
Locked filing
cabinet

6 years post employment

No

Disciplinary records

Personnel file

Employees

Personnel drive /
Filing cabinet

6 years post employment

No

Grievances

Personnel file

Employees

Personnel drive /
Locked filing
cabinet

6years post employment

No

Qualification certificates

Personnel file

Employees

Personnel drive /
Filing cabinet

6 years post employment

No

Proof of eligibility to work in UK

Personnel file

Employees

Personnel drive /
Filing cabinet

6 years post employment

No

Occupational health reports

Personnel file

Employees

Personnel drive /
Filing cabinet

6 years post employment

No




TRURO CITY COUNCIL- DATA ASSET REGISTER

Security
Purpose of Measures in Consent DPIA
Category of Data Held Processing Category of Individuals |[Location Minimum Retention Period [Place required? |Y/N
Personnel drive /
Training Record Personnel file Employees Filing cabinet 6 years post employment " No
Personnel drive /
Application form Recruitment Successful candidates Filing cabinet 6 years post employment " No
Personnel drive /
References Recruitment Successful candidates Filing cabinet 6 years post employment " No
Personnel drive /
Disability details Recruitment Successful candidates Filing cabinet 6 years post employment " No
Application form Recruitment Unsuccessful candidates |Filing cabinet 6 months post campaign " No

Consent required/Data Protection Impact Assessment required data shown in red



TYPE OF DATA: PLANNING

TRURO CITY COUNCIL - DATA ASSET REGISTER

Security
Purpose of Category of Minimum Retention Measures in Consent
Category of Data Held Processing Individuals Location Period Place required? |DPIAY/N
Until relevant CC Planning
Email notification of planning Committee meeting has  |Only accessible
application (from CC) Consultees Applicants Info email taken place by office staff N/A
Website, CC
website, shared On CC website until point
Planning comments Consultees Applicants drive of decision N/A No N/A
Electronic & hard
copies only
Scanned on Until planning permission |accessible to
Correspondence from residents Democracy Residents shared drive granted / refused office staff No N/A
Statutory documents, guidelines,
planning legislation EG. Shared drive &
Neighbourhood Plan Management filing cabinet Until no longer relevant Not necessary No N/A




TYPE OF DATA: PROCUREMENT

TRURO CITY COUNCIL -DATA ASSET REGISTER

Security
Purpose of Category of Minimum Retention [Measures in Consent DPIA
Category of Data Held |Processing (Individuals Location Period Place required? [Y/N
Contractors/Suppliers
Duration of contract + 1
Contact details Management [Supplier Shared drive year No
Duration of contract + 1
Quotations Management |Supplier Shared drive year No
Locked filing
Purchase orders Management [Supplier Locked filing cabinet |6 years cabinet No
Locked filing
Invoices Management |Supplier Locked filing cabinet |6 years cabinet No
Duration of contract + 1
References Management |Supplier Shared drive year No
Filing cabinet
Prospective (individual service
Pre -tender advice Management |supplier areas) 2 years No
Filing cabinet
(individual service Duration of contract + 1
Tender documents Management [Contractors areas) year No
Filing cabinet
(individual service Duration of contract + 1
Insurance certificates Management |Contractors areas) year No
Filing cabinet
(individual service Duration of contract + 1
Licences & certificates |Management |Contractors areas) year No
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Tender documents

Management

Unsuccessful
contractor

Filing cabinet
(individual service
areas)

6 months post process

No
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